
GUIDE FOR SUPERVISORS WITH A COVID POSITIVE EMPLOYEE

For the COVID Positive Employee/Student Employee

For the Office

For Other Employees in the 
Department

Contact custodial services at (616) 331-3000 
to request a deep clean of the area where the 
individual worked.

• Inform employees in the department/unit of their 
possible exposure to COVID-19 and that anyone 
required to quarantine will be informed. As 
required by the Americans with Disabilities Act, 
maintain confidentiality by not disclosing the 
person who tested positive. (See guide on next 
page.) 

• Instruct potentially exposed employees to stay 
home to self-quarantine for the period specified 
by the health department, which is generally 10 
days, remote work if possible, and self-monitor 
for symptoms. (See guide on next page.) 

• Reinforce the need to complete the daily self-
assessment.

When the employee brings you the news:
1. Be empathic. Even if the person’s symptoms are mild, they are likely to 

be anxious about what might happen or whether they might have spread 
the virus to their family or coworkers. 

2. As you talk with them, clearly communicate that they can count on you 
and the team to be supportive. 

3. If the employee is working when they find out they are positive, ask them 
to leave work and head home. 

4. Provide the number for the GVSU 24/7 COVID call center, (833) 734-
0020, in case they have further questions regarding their medical care. 

Ask the employee: 
Who have you come into close contact* with in the two days before your 
symptoms began, or if no symptoms, then two days prior to you taking the 
positive test?

Tell the employee: 
The health department will contact them to discuss isolation. COVID positive 
individuals are generally required to be isolated for 14 days from the first 
symptoms or date of test, whichever is earlier. The health department will 
inform the individual of their last day of isolation. Determine if remote work 
is an option for the person with COVID-19, if they are well enough to work.
 
If the employee is not able to work remote for whatever reason, direct them 
to documents for Emergency Paid Sick Leave (EPSL).

Please notify the COVID Assessment Team of anyone identified as a close contact and recommended to quarantine, as this 
information must be provided to the health department. You may forward this information to: covidassessment@gvsu.edu.

*Close contact is defined as being within 6 feet for 15 minutes or longer.

https://www.gvsu.edu/lakerstogether/self-assessment-23.htm
https://www.gvsu.edu/lakerstogether/self-assessment-23.htm
https://www.gvsu.edu/hro/families-first-coronavirus-response-act-ffcra-1041.htm
mailto:covidassessment%40gvsu.edu?subject=


We were made aware that an employee in the department recently tested positive for COVID-19 and you have been identified as one 
who may have had contact within 6 feet of the employee for more than 15 minutes within the time frame beginning two days before 
their symptoms, or if no symptoms, two days before their positive test was taken. The CDC and health department protocols, including 
those for contact tracing, are being conducted and you may be contacted by a contact tracer with further instructions. We will have the 
employee’s workstation and the shared common spaces they used cleaned and sanitized and will follow appropriate CDC guidelines to 
limit further spread and maintain a safe working environment.

We ask that you self-quarantine, monitor yourself for symptoms of COVID-19 (including checking your temperature twice a day), seek 
guidance from a health care provider, and follow the instructions from your health care provider and the contact tracer regarding 
testing and treatment. For personal, health-related COVID-19 questions, call the GVSU 24/7 COVID call center at (833) 734-0020. 
Please note that you will not be allowed to return to work until you are symptom free and have self-quarantined for the time period 
specified by the local health department, which is minimally 10 days since exposure. Please provide a copy of the release letter you 
will receive from the health department to your supervisor.

In the event that you develop COVID-19 symptoms, the health department will provide any updated information regarding your time off. 

If you are unable to work remote and have questions with regard to leave that may be applicable to your absence, please contact 
Natalie Trent (trentnat@gvsu.edu) in Human Resources.

Messaging for employees that were identified as having close contact:

We were made aware that an employee in our department recently tested positive for COVID-19. Anyone identified as having had 
close contact within 6 feet of the employee for more than 15 minutes within the time frame beginning two days before their symptoms, 
or if no symptoms, two days before their positive test was taken will be notified individually. We will have the employee’s workstation 
and the shared common spaces they used cleaned and sanitized and will follow appropriate CDC guidelines to limit further spread and 
maintain a safe working environment.

Out of an abundance of caution, we wanted to provide you this notification. You should continue to report to work per your established 
schedule and continue to complete the daily self-assessment. 

If you experience symptoms of COVID-19, you should self-isolate, seek guidance from a health care provider, and follow instructions 
from your health care provider regarding testing and treatment. For personal, health-related COVID-19 questions, call the GVSU 24/7 
COVID call center at (833) 734-0020.

Messaging for other employees in the department that did not have close contact:

mailto:trentnat%40gvsu.edu?subject=
https://www.gvsu.edu/lakerstogether/self-assessment-23.htm

